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WHAT IS A REQUEST FOR QUOTATION?

A request for quotation (RFQ) is an invitation extended to a 
vendor by a purchasing organization to submit a quotation 
(bid) for the supply of materials or performance of services.
In contrast to other purchasing documents, you cannot enter an 
account assignment in an RFQ.
Before creating an RFQ, you should consider the following:
• Vendors: Do you have a list of suitable vendors for the 
RFQ? 
•Deadlines: What are the important deadlines for bidding, if 
any (for example, the deadline for submission of quotations)? 
•Collective number: We recommend that you assign the RFQ 
a collective number. You enter this number once, and the 
system copies it for each RFQ you create within a competitive 
bidding process.
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Create the Next Collective Number
ZW02

USING THE MENU TREE GO TO  
YOU SAP USER MENU DOUBLE 
CLICK ON ZW02 – DETERMINE 
NEXT COLLECTIVE NUMBER

A collective number is a number that can be used to group 
together all RFQ’s issued to potential bidders, or the quotes 
received from bidders for a proposed procurement of goods or 
services.
The collective number is automatically generated for you to 
ensure that the same number is not used for two separate 
formal bids.
This procedure allows you to display the next available 
collective number, used in RFQ documents, and allows you to 
accept or reject this number.
The collective number may also be added manually.  For 
example, an agency could use a tracking number, contract 
number, etc. 
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Using the Menu Tree:
Go to SAP Easy Access –
User Menu> ZW02.

or

Type ZW02 in the Command
Field.
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The system gives you the next collective number.  
Choosing to accept the number will reserve the number 
for your RFQ. It is recommended that the number be 
accepted.  
If you have mistakenly executed this transaction, reject 
the collective number being proposed by clicking on the 
red X.
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Create a Request for Quotation
ME41

USING THE MENU TREE GO 
Logistics>Material 

Management>Purchasing>RFQ/
Quotation>Request for 

Quotation>Create  
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
RFQ/Quotation>Request for
Quotation>Create

or

Type ME41 in the command
field.
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Click on the dropdown button
to choose the RFQ type.
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The choice that will
default is type “N”
(Normal RFQ).  You
can change the type
as needed.
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Enter the Quotation deadline
(the date the quotations are
due), the Purchasing 
Organization, Purchasing
group, Delivery date, plant and
Req. Tracking Number.
Hit Enter to continue.
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The only required field on the header
data screen is the Coll. no. field.  
Enter the number that you received from 
Transaction ZW02.  The validity start and
validity end fields may be entered to
show the expected duration should the
RFQ result in a term contract.
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To reference a requisition into this RFQ
follow the menu path
RFQ>Create with Reference>To purchase
req.
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Enter the requisition being
referenced in this RFQ.  Click the
green check or hit enter to
continue. Other reference
documents that may be selected
are existing RFQ’s and existing
Outline Agreements.
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Select the item/items you wish to include on
your RFQ by clicking on the box to the left
of the item/items.  Click the “adopt button” to
continue.  This “adopt button” will copy all
the selected items into the RFQ.
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Specific header text can be entered in the
document by following the above menu path:

Header>Texts>Text Overview or:

The user can use the header (hat) icon and then
the text icon from within the header screen.
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Enter appropriate text in the
boxes supplied.

Page down to see other
options.

Double click to expand the
fields.
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This is an example of the long text
screen.  Add, edit or view text here.

Hit the green arrow back to return to the
Text Overview.
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How to add standard text.
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To add standard text go to Insert>
Text>Standard.
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Click on Matchcode
Search
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Type in Z* and click the execute icon.
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The invoice address for your
agency ends in your business
area number.  Highlight your
Z* number and green check.
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Your “Z” invoice address will 
populate into the text name field.
Click the Expand immed. Box and
green check.
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Your invoice address populates 
onto the screen.

Green arrow back twice to return
to main screen.
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Text specific to an item can be entered
in the document by selecting an item
and clicking on the Item Text icon. 
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From this screen you can 
make adjustments to your
Material Master Text and 
type any instructions you may
have for the buyer in the
Notes to Buyers.  Double
click in the fields to open them.

Green arrow back to return
to the Overview screen.
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Click the envelope to 
specify the vendors invited
to submit a quote/proposal.
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Enter the vendor number or
search for the desired vendor. Hit
enter and the vendor information
will fault in.

Click save to create you first RFQ.



2-30

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-30

An AASIS Training Guide

You will receive a message at the
bottom of your screen that your
first RFQ was created.  Enter 
more vendors in the same
manner.  When done click on the
yellow “up” arrow.
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Create an Addendum on a Request 
for Quotation

ME42

USING THE MENU TREE GO 
Logistics>Material 

Management>Purchasing>RFQ/
Quotation>Request for 

Quotation>Change
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Using the menu tree:
Logistics>Materials
Management>
Purchasing>RFQ/
Quotation>Request
for Quotation>Change

or

Type ME42 in the
command field.
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Enter a known RFQ document
number,  or use the matchcode to
find one.  Click the green check to
continue.
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You can change any field that is
not grayed out.  Here the Delivery
date was changed from 6/30/2004
to 7/14/2004.  Click on the header
icon (the hat) if any of the header
details need to be changed.
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On this screen you can change the
Purchasing group, Coll. no., Quot. dead.,
and the Validity start and end dates.
Click on the header text icon to change
the text associated with the header of the
RFQ.
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You can change any of
the text fields.  Remember
you can page down and
see additional fields.
When you are done, click
on the green back arrow
to return to the overview
screen.
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If you need to change the item
text highlight the line and click 
the item text icon
(the pencil and paper).
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From here you can make
changes to the Material
Master Text and the Notes
to Buyers.  Green arrow
back to return to the
overview screen.
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You can now save your changes.
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You will receive a message that
your RFQ was changed.

Remember, if one RFQ is changed,
all RFQ’s for that collective number
must also be changed.

Transaction ME4S will show a list of all RFQ’s by a specific 
collective number.
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Change RFQ’s Related To A 
Collective Number

ZWQO

USING THE MENU TREE GO TO 
THE USER MENU>ZWQO

Transaction ZWQO allows changes to specific RFQ header 
fields in mass for all RFQ’s associated with a specific 
collective number.



2-42

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-42

An AASIS Training Guide

Using the menu tree:
Click on the user menu 
icon and double click on
ZWQO

or
Type ZWQO in the 
command field.
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Enter the Collective Number
associated with all RFQ’s to be
changed.  Enter information to be
changed and then click execute to
continue.
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This screen shows what RFQ’s are
related to the collective number.  It also
shows you what fields will be changed.
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When you receive this pop-up box, click YES to 
save.

The pop-up message means that the system did not 
automatically create an output message to be printed.  The 
document can be saved without an output message, but if you 
plan on printing the document, it will have to be manually 
created.  This goes for all documents (PO’s, OA’s and RFQ’s).
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The Pop-Up box shows 2 RFQ’s
changed.   Green check to
continue. 
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Printing/Transmitting and RFQ
ME9A

USING THE MENU TREE GO 
Logistics>Material 

Management>Purchasing>RFQ/
Quotation>Messages>Print/Transmit
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
RFQ/Quotation>Messages>
Print/Transmit

or
Type ME9A in the command
field.
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Enter the RFQ number that
you want to print.  Make sure
the processing status is 0.
Click on execute to continue.
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Click in the box to the left of the
screen.  Click on Message detail.
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Highlight the line and make sure
it reads Print Output.  You can
make your selection from the
dropdown.
Click on the Communication 
Method button.
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Choose your printer.  You
can choose from the
dropdown.  Make sure 
“Print immediately” and
“Release after output” are
checked.
Green arrow back to continue.
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Highlight the line and click the
Further data button.
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In the Dispatch time field make
sure it reads “Send with
application own transaction”.
You can choose this from the
dropdown.
Green arrow back to continue.
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At this point you click on the
save icon.
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Checkmark the box.  Click on “Output
message” to print your document.

You will go through the same steps as shown for the printing 
of an RFQ for the Outline Agreement. 
The transaction to print an Outline Agreement is ME9K.  
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Maintaining a Quotation
ME47

USING THE MENU TREE GO 
Logistics>Material 

Management>Purchasing>RFQ/
Quotation>Quotation>Maintain
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Using the menu tree:
Logistics>Materials
Management>
Purchasing>RFQ/
Quotation>Quotation>
Maintain

or
Type ME47 in the
command field.
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Enter the RFQ number that you
wish to maintain.  You can 
also do a search.

Green check or enter to 
continue.
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You can enter the quote in the net price field.
To enter a valid on and a valid to
date or to enter scaled pricing highlight
the line and click on the Item Conditions
icon. 

VALID ON AND VALID TO DATES:
These dates refer to the duration during which the vendor’s 
price remains valid.

SCALED PRICING:
Is a variation in the unit price based on the quantity ordered. 
With larger quantities usually producing lower prices.

NOTE:  To convert pricing on a procurement document:
Example: You ask for a quantity of 100 of a particular 
material. The vendor priced the material at .0134 ea.  The 
system will not accommodate four decimals, so the price will 
have to be converted.  Enter the price at $1.34 and change the 
OPU from 1 ea. to 100 ea.  
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In the valid on and the valid to 
fields enter the dates the vendor’s
price remains valid. 
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To enter scaled pricing, 
highlight the line and click on
the scales icon.
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Enter your scale quantities and
amounts.  Save.
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At the bottom of the screen
it tells you the RFQ number
has been maintained.
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Price Comparison List
ME49

USING THE MENU TREE GO 
Logistics>Materials 

Management>Purchasing>RFQ/
Quotation>Quotation>Price 

Comparison
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Using the Menu Tree:
Logistics>Materials
Management>
Purchasing>RFQ/
Quotation>Quotation>
Price Comparison

or
Type ME49 in the command
field.
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The Purchasing Organization
is required.  Put in your
collective number.
The default quotations per
page is 12.  That is a very
small font and would be hard
to read.  Change it to 5.
Click the execute button to
continue.

The “Mean value quotation” is the default for this 
screen.  When quotations are compared, the average of 
all quotations entered is the 100% value.

Check the “Minimum value quotation” to place the 
lowest quotation entered as the 100% value.

The pages that follow will use the “Mean value 
quotation” method.

CLICK ON THE EXECUTE BUTTON TO 
CONTINUE.
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To maintain a vendor’s
quote from this screen,
double click on their
associated RFQ
number.

The resulting screen show a chart summarizing the bids, with 
the requested materials in the left column and vendor/RFQ 
numbers above the columns. 

The exception log is located below the price comparison 
summary, and summarizes problems with the comparison.  The 
most common is a vendor/material without a quote yet 
maintained.
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Type in the vendors quote in the
net price field.  Click the save icon.

NOTE:  You may enter pricing as shown above or you can 
click on the item conditions icon (as shown on slide 59) to 
enter the price.  From that screen you can set the dates that the 
pricing will be valid and set any scaled pricing.  

Once saved, you will be taken back to the comparison page.  
Once there, click the refresh icon.



2-70

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-70

An AASIS Training Guide

It will read no price until the refresh icon
is clicked.  You will continue to add your
prices as we did on the previous screens.
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Evaluate the Quotes

To help you evaluate the vendor quotes, AASIS 
performs two rankings:  one for each material (in the 
bottom left side of the cell for the material/vendor 
combination), and one for each overall quote (in the 
bottom left side of the cell for the total vendor quote).  
The prices are compared and the lowest cost is ranked 
as a 1, the end lowest as a 2, etc.
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To enter notes in the
vendor quotation notes
header text, double
click on the applicable
vendor price to return to
the RFQ document.

Evaluate the Quotes, continued

Once the RFQ bids are evaluated, you may discover the 
item bid did not meet requirements and must be 
rejected.  
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From this
screen click on
the header
icon.
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To go into the
header text
click on the
header text
icon (the 
pencil and 
paper).
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Page down to go to the
vendor quotation notes.
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Type the reason for
vendor to be disqualified
in Vendor quotation
notes.
Double click in the field
to bring up more entry
space.
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Once you have finished the entry, back 
arrow twice.  Click the save icon.
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If you accept one item on a document
but disqualify another item from the
same document you can block that
item from being referenced in follow-
on documents.  Highlight the line you
want to block and go to Edit>Block.
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If you scroll over, you will see a lock
under the “D” column showing that
item to be blocked.
Green arrow back to price 
comparison screen.
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Click on the yellow arrow up to exit
this transaction.
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Chapter 2

Outline Agreements



2-82

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-82

An AASIS Training Guide

Create An Outline Agreement 
ME31K

• Create an Outline Agreement with Reference to a 
Requisition
• Create an Outline Agreement with Reference to an RFQ
• Create an Outline Agreement without Reference to another 
document.

ME32K – Change an Outline Agreement

ME35K – Release an Outline Agreement

ME9K – Print an Outline Agreement



2-83

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-83

An AASIS Training Guide

Create An Outline Agreement From 
An RFQ
ME31K

USING THE MENU TREE GO 
Logistics>Materials 

Management>Purchasing>Outline 
Agreement>Contract>Create

An Outline Agreement is a contract created between the State 
and a vendor for the intent to purchase an estimated quantity of
materials/services for a predefined unit price for an estimated 
target value over an extended period of time.  Outline 
Agreements establish the intent to purchase, but are not a 
commitment to purchase; these documents, therefore, do not 
commit budgetary funds.
There are two types of Outline Agreements in AASIS.
NV-This type is considered complete when release orders 
totaling the specified value limit of materials/services is 
reached.
PV-This is the same as an NV-type, but is used for 
Professional Services only.
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Create

or
Type ME31K in the
command field.
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Entries on the screen
are:  Agreement type
(will default to NV),
Agreement date (will
default to current date),
Purch. Organization,
Purchasing group, 
Acct. assignment cat.
and Req. Tracking
Number.

Click the Reference to
RFQ button to continue.

Outline Agreements should always be created using account 
assignment category U. The release Purchase Orders specify 
the accounting information when they are created, allowing 
maximum flexibility.

Outline Agreements may be created using plant = blank.  This 
way, release Purchase Orders can be created both for inventory 
replenishment and consumption.

Statewide Outline Agreements must be created using 
purchasing organization 9999.
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Enter a known RFQ
number or use the
matchcode search
to locate one.
Green check to
continue.
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The Validity start and
end dates will default
from the RFQ.  You 
can make changes in
the Payment Terms.
The Our reference
field is required.  This
is a 2 or 3 character
purchasing code.

Green check to
continue.

Information you entered into the fields on the initial 
screen will default into this screen.

The “our reference” field must be populated to complete 
the outline agreement.  Enter “ST”.

NOTE:  If the outline agreement is a “PV” type (an 
outline agreement for professional services), you would 
enter “PSC” .

The our reference code entered defaults to the release 
Purchase Orders.
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Select the RFQ/RFP items you wish
to include on your Outline Agreement
by clicking on the box to the left of the
item/items.
Click the adopt icon to copy all
selected RFQ/RFP item/items to your
Outline Agreement.
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The item from the RFQ has been copied into the
Outline Agreement.
The target quantity can be changed. 
Click save to save your Outline Agreement.
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An Outline Agreement was
created under the number 4600000000.
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Create An Outline Agreement From 
A Purchase Requisition

ME31K
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Outline 

Agreement>Contract>Create
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Create

or
Type ME31K in the
command field.
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Required fields include the vendor
field, purchasing organization and
purchasing group.  Default data
will populate from the Requisition.
Click on the Reference to PReq
to continue.
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Enter the Purchase
Requisition number or
do a search for the
desired number.  Enter
or green check to
continue.
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Enter the Validity start and
end dates.  The our 
reference field in required.
“ST” means State Term
contract.  Enter or green
check to continue.
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Highlight the item or items and click on
the adopt icon.
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Enter the Net order price.  Enter or
green check to continue.



2-98

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-98

An AASIS Training Guide

From this screen you can access
the item texts screen.  Highlight
the item and click on the pencil and
paper.
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From this screen you can add to or
change the item specifications.
Green arrow back to return to the
overview screen.
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To check if the delivery was
brought over from the
requisition, click on the 
truck icon.
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For pricing details, Highlight the 
item and click on the item 
conditions icon.
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Change the Valid on and the Valid to
dates to match the validity period of the
Outline Agreement.  Save your change.
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Click save to save the outline
agreement.
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Create An Outline Agreement 
Without Any Reference Document

ME31K
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Outline 

Agreement>Contract>Create
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Create

or
Type ME31K in the
command field.
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The required fields are the
vendor, purchasing 
organization and purchasing
group.
Default data is not required on
this screen, but will populate
the required fields within the
Outline Agreement.  Enter or
green check to continue.
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Enter the Validity start and
end dates.  The Our
reference field is required.
Enter ST  for State Term.
Enter or green check to
continue.
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Enter the material number, 
Target quantity and Net price.
Enter to continue.
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To enter header text click on
the hat icon.
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Click on the header text icon (the
paper and pencil).
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From this screen you
can enter leading
document text, invoice
address and agency
contact information.
Page down to enter
further information.
Green arrow back to
continue.
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To enter item text highlight
the line and click on the
pencil and paper.
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From this screen you can
change or add to the material
master text.
Green arrow back to continue.
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To add a delivery address click
on the delivery icon (the truck).
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Enter the address number or do a 
search to locate the number.  Click on
the adopt button to continue.
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Click the Save icon to save
your Outline agreement.
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The Outline Agreement number
will appear at the bottom of the
screen.
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Approve/Release an Outline 
Agreement

ME35K
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Outline 

Agreement>Contract>Release
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Release

or
Type ME35K in the
command field.
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Enter Release code 
“AG” for agency
approval.  Enter 
Release group “A1” for
Outline Agreement.
Enter a known Outline
Agreement number or
use the matchcode
search to locate one.

Click the execute icon
to continue.
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Highlight the Outline Agreement
number and click on the Release +
Save Button.
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You will receive a message that the
release was saved.
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Change An Outline Agreement 
ME32K

USING THE MENU TREE GO 
Logistics>Materials 

Management>Purchasing>Outline 
Agreement>Contract>Change

The fields that you are allowed to change on an outline agreement are 
dependent on the status of the outline agreement.
Outline agreements that have not yet been transmitted to the vendor can 
be changed without restriction.
However, for outline agreements that have already been transmitted to 
the vendor, the buyer must determine that status of the outline 
agreement.
Any changes applied to the outline agreement at this time must be 
considered an amendment.  It is imperative to communicate all changes 
to those parties who may be affected by the change.
All changes should be entered in the “Change Order” text field located 
in the document header.  Only changes that are placed into this field will 
print.  Examples of changes could be item, material info, invoice 
address and contact person.
If the business situation changes, a change in the contract is required.  
Change could include price, delivery terms, conditions, length of 
contract, etc.
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Outline Agreement>
Contract>Change

or
Type ME32K in the
command field.
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Enter a known agreement number,
or use the matchcode to find one.
Click the green check to continue.



2-126

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-126

An AASIS Training Guide

If the contract has already been released,
you will receive this informational pop-up
box.  Green check to continue.
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The target quantity was changed from
100 to 90.
Select the item by clicking on the box
to the left of the item and clicking the
change item details icon. (The Puzzle
looking icon).
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The quantity is now 90.  An over
and under delivery tolerance of 5%
has been entered.
Click on the header icon to 
continue.
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The Validity
start and end
dates can be
changed.
These dates
indicate the 
period for which
the contract
will be in force.
Click the save
icon to save you
changes.

NOTE:  If the validity periods for the contract change, it will
also be necessary to change the pricing conditions validity
periods.
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You will receive a message that the outline
agreement was changed.
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Chapter 3

Purchase Orders
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Create A Purchase Order
ME21N

• Create a Purchase Order with Reference to a Requisition
• Create a Purchase Order with Reference to an RFQ
• Create a Purchase Order with Reference to an Outline 
Agreement
• Create a Purchase Order without Reference to another 
document.

ME22N – Change a Purchase Order

ME9F – Print a Purchase Order
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Create A Purchase Order With 
Reference to a Requisition

ME21N
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Purchase 
Order>Create>Vendor/Supplying 

Plant Known

A purchase order is a legal document used to initiate an 
individual purchase with the vendor or arrange for a 
delivery based upon a prior agreement (release purchase 
order from an outline agreement.  The purchase order 
identifies specific materials/services to be purchased as well 
as the negotiated terms, conditions, and pricing.  It also 
provides the vendor with a reference document to be used 
on shipping documents (goods receipt) and invoicing 
documents (invoice verification).
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Order>Create>
Vendor/Supplying Plant
Known

or
Type ME21N in the
command field.
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To reference (in this case) a requisition,
click on the Document overview on
button.
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Click on the selection variant icon.
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From the list click on Purchase requisitions.
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If you do not know the purchase
requisition number select the open
only and released only boxes.  Enter
your purchasing group and
purchasing organization.  Click on
the execute icon to begin the search
for open and released purchase
requisitions that were sent to you for
subsequent document creation.

If you know the number simply
type the PR number in the
appropriate field.

Click the execute icon to continue.
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Highlight the purchase requisition number
and click the adopt icon.
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Click the Document overview
off button.
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The purchase order consists of three
sections.  The header section, item 
overview section and the item detail
section.
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VENDOR SEARCH (IF VENDOR DID NOT DEFAULT 
FROM THE REQUISITION).

Click in the vendor field and click on the matchcode icon to 
the right of the field.  It will bring up your vendor search 
screen.

1. Click on the icon to the far right.  It will bring you a list of
all the tabs from which you can do your search.  Click on 
the Vendors: Purchasing Tab.

2. Using your asterisk as a wildcard, type in the vendor’s name 
you want to search for.

3. Put in your purchasing organization number.  This will 
bring in the vendors assigned to your agency.

4. Green check to continue. 
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Once the desired vendor is
found, double click to populate
the vendor field.
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HEADER SECTION

Make sure the header section is open, if not click on the flag to open it.
The only required field not defaulted from the requisition in the header
section is on the Communications data tab.
The Our reference field is required.  These are the 2 or 3 digit codes 
used by the Office of State Procurement.  SO (small order), CB (quote
bid), ST (term contract), SF (firm contract), SS (sole source), EM
(emergency), EL (exempt), SBS (ABA capital improvements) and PSC
(professional services contract).
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HEADER SECTION
The following tabs in the header section are not required to create the
PO, but each agency may have certain tabs that they want to change
or add information to.

Go to the Delivery/Invoice tab.  The Payment terms defaulted from the
vendor master record and can be changed.
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TEXT TAB:  The Header text fields will be populated if you need certain
information printed on the purchase order.
Leading Document Text:  Standard terms and conditions, Invoice 
Address:  Where to send invoices, Agency Contact:  Optional information,
Trailing Text:  Standard Terms and Conditions, A/P Notification:
Information for Accounts Payable only.  Will not print on the PO, Change
Order:  Required for amended PO’s and Vendor Quotation Notes:  
Information from the vendor.
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PARTNERS TAB:  These fields default and should not
require change.  You can change the PI if payment needs to
go to another address.
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ORGANIZATIONAL DATA TAB:  If Purchasing Org. and Purch. 
Group were not entered initially, those fields must be entered here.
These items can be entered in your user data to default within the
system.

To have your organization data default go to:
Personal Settings>Default values tab.  Enter your organizational data
information and Save.
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ITEM OVERVIEW SECTION

The account assignment category, material, short text, 
PO quantity, order unit, delivery date, etc. was brought over 
from the purchase requisition.
You must enter the price.  It will not be brought over unless 
the requisition was created with an assigned source of supply
or it is a contract item and the contract is referenced as the
source of supply.
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DETAIL ITEMS SECTION
There are not any fields that are required in this section for
the creation of a purchase order that did not copy from the
requisition. Verify input such as tax code, account assignment
data, etc. 
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DETAIL ITEM SECTION
The following tabs in the detail item section are not required to create
the PO, but each agency may have certain tabs that they want to
change or add information to.

DELIVERY ADDRESS TAB:  Check the delivery address 
tab to see if a delivery address defaulted from the purchase 
requisition.
If the delivery address is the same for each item on the 
purchase order, the delivery address will print on the PO 
header under the ship-to address.  If it is different, no address 
will enter under “Ship To” and the address will print beneath 
each item.
If no delivery address defaults from the requisition, contact the 
requisitioner for delivery information.
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To add a delivery address, place the cursor in the address field and
click on the matchcode search button.
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Enter your agency name in the company
name field.  Click on the green check.
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Highlight the delivery address and
green check to populate the address 
number into the address. field.
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ACCOUNT ASSIGNMENT CATEGORIES TAB

The account assignment information should 
default from the purchase requisition.
Blank:  for inventory replenishment in an agency 
plant, K:  for consumables charged to a cost
center.  You must know the cost center number.
F:  for internal order.  You must know the internal
number and cost center.  P:  for projects/grants.
You must know the WBS element number and
cost center number.
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DELIVERY TAB:  On this tab you can state a
percentage of the good that can be over or
under delivered.
This is used a lot with the purchasing or
printing (brochures, etc.).
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INVOICE TAB:  From here you can change the 
tax code.  An example:  You can change from a
P1 which is accounts payable sales tax to P0 which
is a accounts payable sales tax exempt.
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TEXT TAB:  The text is adopted from the Purchase
Requisition.  You can add, delete or change the text.
You can double click in the text field to add more text.



2-159

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-159

An AASIS Training Guide

Click on the check icon to check your purchase
order. If all necessary fields are populated and
your PO is ready to save you will receive a 
message “No messages issued during check”.
You can now save the purchase order.
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You will receive your PO number at the bottom
of the screen.
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Create A Purchase Order with 
Reference to a RFQ

ME21N 
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Purchase 
Order>Create>Vendor/Supplying 

Plant Known
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Order>Create>
Vendor/Supplying Plant
Known

or
Type ME21N in the
command field.
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Click the Document overview on
button.
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Click on the selection variant icon.
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Click on Request for quotations to
search for your RFQ.
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You can enter the purchasing
group and purchasing 
organization to limit the search.
If you know your RFQ number
you can enter it.
Click the execute button to
continue.
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Highlight the RFQ number and click the
adopt icon.
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Click the Document overview
off button.
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A two or three character purchasing code
(SO, ST, CB, SF etc.) is required and must
be entered in the Our reference field.
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On the line item section and the account 
assignment are required fields.  The Net price
will default from the RFQ.
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A “K” was place in the account assignment field on the
line item section.  The system now requires that a cost
center be given.
Click the check icon to see that all required information is
given.
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Click on the check icon to check the
purchase order.  If all necessary fields
are populated you will receive a message
“No messages issued during check”.



2-173

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-173

An AASIS Training Guide

Click the save icon to save your purchase
order.
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The PO number appears at the
bottom of your screen.
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Create A Purchase Order with 
Reference to an Outline Agreement

ME21N 
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Purchase 
Order>Create>Vendor/Supplying 

Plant Known

You would create a Release Purchase Order with reference 
to an outline agreement when the material/service is 
available on contract. 
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Using the menu tree:
Logistics>Materials
Management>
Purchasing>Purchase
Order>Create>Vendor/
Supplying Plant Known

or
Type ME21N in the
command field.
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Turn your Document overview on and
click on the selection variant icon.  From
the dropdown list choose Contracts.
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Type in the outline number
you want to reference and
click the execute button
to continue.

• You can enter the purchasing group and purchasing 
organization to limit the search.

• If you know your Contract number you can enter it.

•Click the execute button to continue.
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Highlight the item or
items and click the
adopt icon.

Select the item/items to be used as reference for creating the 
purchase order.  For multiple items use Ctrl or shift keys or 
mouse+Ctrl key.

Click the adopt icon to adopt the requisition information into 
the purchase order.
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Remember, the outline agreement is for an
estimated quantity and a known price.  The net
price copies over from the outline agreement but
you are required to enter a quantity.
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We have entered a PO quantity of 10.
The two letter code for “Term Contract” copied
over from the Outline Agreement.

The system is telling us that we must assign an
account assignment to the release PO.



2-182

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-182

An AASIS Training Guide

A “K” for cost center was entered in the
“A” (account assignment category) field 
in the line items section.  Hit
enter and it will take you to the account
assignment tab of the items detail 
section.  Type in the cost center.  You
can now check your PO to make
sure all required fields are populated.
Save your PO.  

NOTE:  Make any necessary changes or add any additional 
data, if copying from a statewide “9999” outline agreement.
The Purchasing Organization “9999” will copy into the release 
PO.  You will have to change it to your agency’s purchasing 
organization number.
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You will receive a message that your PO was
created.
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Create A Purchase Order Without 
Reference To A Document

ME21N 
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Purchase 
Order>Create>Vendor/Supplying 

Plant Known
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Order>Create>
Vendor/Supplying Plant
Known

or
Type ME21N in the
command field.
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The first field that you will need to populate is
the Vendor field.  Enter a known vendor number
or you can do a search.
On the communication data tab in the header
section, the Our reference field is a required
field.  Go to the Org. data tab.
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The Purchasing Org, Purch.
Group, and the Company Code
are required fields.  You can
set these as defaults by going
to the Personal Setting button. Go
to the Texts tab.
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From this field you can enter the
Invoice address along with other
information to print on your PO.
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Required fields in the item overview section are the “A” 
(account assignment category) field, material field, PO quantity, 
delivery date, net price, reference plant, tracking number and 
requisitioner.

Open the item details section to continue.
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Since we put a “K” in the “Account
assignment category”  you must
enter a cost center on the account
assignment tab.
Click on the delivery address tab to
continue.
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Enter a known address number in the
address field, or you can do a search.
Do not type the address in the fields
to the left of the Address field.
Click the check icon to make sure all
required fields are populated.  Once
address number is entered green check
or enter to adopt address data.
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Check your PO for any messages.
There are no red stop signs, so green
check out of the pop up box.
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Click the save icon to save your purchase order.
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Your purchase order number appears at
the bottom of your screen.
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Change A Purchase Order
ME22N 

USING THE MENU TREE GO 
Logistics>Materials 

Management>Purchasing>Purchase 
Order>Change

This document describes the procedure required to change 
information on a P.O.  The fields that you are allowed to 
change on a P.O. are dependent on the status of the 
purchase order.  Purchase orders that have not yet been 
transmitted to the vendor can be changed without restriction.
If you change a P.O. that has already been transmitted to the 
vendor, you must list those changes in the header text 
“change order”.  The only changes that print on the Change 
Order PO is the item material info, quantity/pricing, invoice 
address, contact person.  Delivery locations and other text 
will not print on the document unless you enter that 
information in the “change order” text field.
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Change A Purchase Order (cont.)
ME22N 

USING THE MENU TREE GO 
Logistics>Materials 

Management>Purchasing>Purchase 
Order>Change

When a P.O. item is no longer required (neither the original 
quantity nor a partial, remaining delivery), you must un-
commit the remaining, outstanding value of the item in one 
of two ways:
1.  If a partial quantity has been received against the item, 
de-commit the remaining value by checking the Deliv. 
Compl. Indicator on the Delivery tab of the item detail, and 
checking the final invoice indicator on the Invoice tab of the 
item detail or decreasing the quantity to the delivered and 
invoiced price.
2.  If no quantity has been received against the item, delete 
the item by selecting the item and clicking on the trash can. 
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Using the menu tree:
Logistics>Materials
Management>Purchasing>
Purchase Order>Change

or
Type ME22N in the
command field.
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Click the “other purchase order” icon to choose a purchase order.  By
default, the last purchase order you accessed will be displayed.
Enter the purchase order number you wish to change or use the
matchcode search to locate one.
Click on the “Other document” button or enter to continue.
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You can click on the pencil/eyeglass icon to
switch back and forth between display and 
change.  You are in the display mode when all
fields are grayed out.
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Salesperson name and telephone
number can be entered as optional
information.
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The PO quantity was 
changed from 10 to 20.
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The delivery date was
changed from 7/26/04 to
08/04/2004.

Click on the save icon to
save your changes.



2-203

AASIS Support Center, Patricia Orr 
Revised, August 1, 2004

The Procurement Process-Requisition 
through Invoice Verification

2-203

An AASIS Training Guide

Once saved, you will receive a 
message that the PO was changed.

NOTE:  If a change is made to the account assignment 
information (cost center, internal order, asset or WBS) the 
original line must be decreased (if receipts are already posted)
or deleted and a new line added due to the integration with 
Funds Management and the errors that can be caused when 
changing that data in an existing line.
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Approve/Release a Purchase Order
ME29N 

USING THE MENU TREE GO 
Logistics>Materials 

Management>Purchasing>Purchase 
Order>Release>Individual Release
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Using the menu tree:
Logistics>Materials
Management>
Purchasing>Purchase
Order>Release>
Individual Release

or
Type ME29N in the
command field.
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To bring in the PO that you need to
approve, click on the Other Document
icon.  You will receive a pop up box.
Type in the PO number to be
released and hit enter or click the
Other document button.
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Click on the green check and 
pencil.
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You will receive a message that the release
was effected with release code AG.  Be sure
and save.
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Once you have hit save a message will come
up at the bottom of the screen that the PO
was changed.
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Message Output:  Print/Transmit 
Purchase Order

ME9F 
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Purchase 

Order>Messages>Print/Transmit

Once a purchase order is created and approved in 
AASIS, you must send a physical copy of it to the 
vendor.  
The print/transmit transaction allows you to print a 
purchase order to a vendor and preview it on your 
screen.
Once a purchase order has been successfully 
transmitted to the vendor, AASIS “locks down” the 
purchase order.  Subsequent changes to the P.O. 
will be transmitted to the vendor as a Change 
Order.
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Using the menu tree:
Logistics>Materials
Management>
Purchasing>Purchase
Order>Messages>
Print/Transmit

or
Type ME9F in the
command field.
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Enter your purchasing
document or use search
criteria (purchasing org. 
purchasing group, etc.) to
shorten the list or returned
documents.
Make sure the processing
status is “0”.
Click the execute icon to
continue.
NOTE:  You cannot print a
PO until it has been approved
by the appropriate parties.
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To select the purchase order click on the
selection box to the left of the PO.
Click the Display Message button to preview
the purchase order.
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This displays the way the purchase
order will look when printed.
Click on the green back arrow to
return to the worklist.
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To change the output medium (from print to fax for example),
click on the Message Detail button.
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Set the print medium to print output on this
screen.
Also, drill into the Communication Method in
order to enter the name of the printer.
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When using the print function, select the identification for your
local printer.  Check the “Print immediately” and “Release after
output” checkboxes.  Click on the green back arrow to continue.
NOTE:  If a file copy is required, you can input the “number of
messages” to a quantity greater than 1, so multiple copies can be
printed.
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Click on the save icon to save for
printing.
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To process a “Trial” printout (a test print that will not “lock
down” the purchase order), select the line and click on the
trial printout button.
For a final print, select the line and click on the Output
message button.
This will send the finalized document to the selected printer.
This “locks down” the purchase order.
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Once successful, a green check will be 
displayed on the same line that you
selected for processing.
Click twice on the green back arrow button
to exit.
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Message Output:  Reprint A 
Purchase Order

ME9F 
USING THE MENU TREE GO 

Logistics>Materials 
Management>Purchasing>Purchase 

Order>Messages>Print/Transmit
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Using the menu tree:
Logistics>Materials
Management>
Purchasing>Purchase
Order>Messages>
Print/Transmit

or
Type ME9F in the
command field.
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Type in the purchase order number
and change the processing status
from 0 to 1.
Click the execute icon to continue.
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Click in the box to the left of the
green check and click the message
detail button.
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Highlight the line and click the
Repeat output button.
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Highlight the line with the yellow
button and save.
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Green arrow back to go to the
initial screen.
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Retype in the purchase order
number and make sure the
processing status has changed back
to 0.  Execute to continue.
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Again, checkmark the box and click the
output message button.
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A green check will appear that your PO
was successfully reprinted.


